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Introduction 
The “How to Respond to a Reverse Auction (RA)” Quick Reference Guide is designed to provide a Vendor the 
minimum steps necessary in responding to a Reverse Auction. 

During a Reverse Auction, Vendors bid against each other downward for the win. Reverse Auctions are 
different from Standard Buy4Michigan solicitations because Vendors can view the Auction results as other 
Vendors respond. This allows Vendors to monitor the lowest cost and submit a new Quote that beats the 
lowest cost, just like an Auction. 

Pre-requisites 
Vendor must have the Seller Role.  

 
Steps 
 
Step 1: 
 
a.) From the home screen once 

logged in, select the Bids Tab. 
 
The page refreshes with a list of 
bids. 
 

b.) Scroll down to the Open Bids 
section and click on the View 
Auction link. 

 

 

 
 
Step 2: 
 

a.) Acknowledge the receipt by 
clicking the Yes button. 
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Step3:  
 
The Auction overview screen 
appears.  
 

a.) View details & mark the 
send email notification of 
outbid check box if you want 
to receive an email 
notification of Outbid. 
  

b.) Click the Create Quote 
button to create a response. 
 

Here you can view the Bid Number, 
Bid Opening date, Time remaining, 
etc. 
 
Note: If other quotes have been 
submitted, the Quote History buttons 
will display. Click either the Auction 
Total History or Item Auction 
History button as shown.  
 

 
 

 

 
 
Step 4:  
 
The page refreshes to the New 
Quote page and defaults to the 
General Tab. 
 

a.) Enter ALL required & 
necessary information as 
you would a standard Bid. 

 
Note: Be sure to answer YES or NO 
at the bottom of the screen. 

 

 
 
Step 5:  
 

a.) Select the Items Tab. 
 

b.) Enter your Unit Cost. 
 

Note: A the top of the page 
underneath the Items tab, you are 
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able to see the Minimum Bid 
Increment as a reminder. 
 

 

 
 
Step 6: 
 

a.) Select the Attachments Tab 
and upload necessary 
documents. 

 

 
 

 
Step 7: 
 

a.) Select the Summary Tab. 
 
b.) Review your Information for 

accuracy. 
 
c.) Scroll down to the bottom of 

the page and click the 
Submit Quote button. 
 

d.) Click OK on the pop-up 
confirmation message.  
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Your status should now have a 
Submitted status. 
 

 
 


